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| 3. Reason for gubmission: 5. C. 8. C. certification No.
(a) If this pogition replaces another (1. e., a change of duties :
UNITED STATES CIVIL SERVICE COMMISSION in an ims fng 11,05“101,1), m%nmy suh pe iion by Hile, .
— PUSITIUN DESGRIPTI“N allocation (service, serles, grade), and position number 6. Date of certification
. In lieu of M-2h8 GB-5 (aw) Sep. 17, 1953
o : (b) Other (speeity) . 7. Date received from C. 8. C.
8. CLASSIFICATION ACTION '
CLASS
ALLOCATION BY CLASS TITLE OF POSITION ——| INITIALS DATE
Service Series Grade
a. Civil Service Commission
b. Department, agency, or
establishment
¢. Bureau .
| Becretary (steme) @ (318 | & o
d. Field office
e. Recommended by initiat- -
ing office
9. Organizational title or-position {if any) 10. Name of employee (If sacancy, §peclfy v-1,2,8,0r4)
‘11. Department, agengy, or estab]righment_: ¢. Third subdivision
1 Inkelligence Rgency - - — i _
a. First subdivision = . ) i d. Fourth subdivision
“b. Second subdivislon ) o. Fifth subdivision 25X1A )
12. This is a complete and accurate description ;)f the duties and responsibilities of | 13. T i i ndﬂres;)onsiilr)il;tﬁi;;o?tﬂifs;
my position . : - i
- (Date)
- [ .
(Signature of employee) “(Date) Title: ‘;'4/ ] /'_5
- — : ¥ i £4 JEAS (O Sot——
14. Certification by head of bureau, division, field office, or designated representative 15, Certification by department,
gnature; (Date) *  (Bignature) (Date)
Title: mm; .z Title:

A 16. Description of dutiesand responslbilit;a; (See Gﬁide to Pmo; é]asm';, in})@es, and Supervisors for the Preparation of Position Desc;'iptiogs, Standard Form No::IW5A)7
I. nigation Mission o o ,

_ grem Anelysis Staff is responsible for furnishing advice to ths
Comptroller and top Agency Bfficials based on snalyses and evalustions of major
Agency operational and support pregrams. To meel this responsibility, the Stafll
plans and develops pelicles, precedures, standards, and teshniques for the review
and analysis of Agenty pPrograms, projects, financisl astivitles, snd reportsy con= .
solidates available data and presents eomprehensive and analytiesl progrees reports
on the various orgenizaticnal elements of %he Agencty) utiliges pertinent date, which
ths Steff has collected and analysed, to assist top level officizls of the Agemsy,
who are engaged in program and/er project planning, in determining the advisebility
of underteking such programs and/or projecis; makes recommendations bassed en its
£indings for initiation, vevision, awplificetioh, or pimplification of accounting,
reporting, or other procedures; and funetions generally as & source for analyees of

| ventppt o

finaneial a‘hat-ameata and reports within the Office of the Comptroller.

I, dJob §

is Secretary, G9-6, under supervision of Chief, Progran Analysis Staff, on the
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CONFIDENTIAL

- BOEVeR. a8 secretary to the Chief, Program Analysis Staff, with reaponeibilities
for performing diversified mecretarial duties,both af a genersl md confidential
nature, requiring & degree of independent setion, diseretion, and Judgoment,

- Takes ad transeribes dictation involving correspandence, reports, and o
msmorsudag aleg, as required, records snd Aranscribes tels phone sonversations betueon
the Chief, Progreum Analysis Staff, and other officials of the Agenay, = = =

- Becelves telephone calls and visitors to the 0ffice, determines the nature
of the business of such eallers ami refers them to. the proper member of the Staff or,
where practicabls, di_.‘gpcae: of the business at n!;m«. oF the Gl Ficoras ke

- A¥ranget appointmen Ss meatings, and conferences for the Chie » Program Analysie
Stafs, with officials of the Agency, and with officidls of othep agencies aad departe
ments relative, to financial and program analyeis. e -

- Reviews outgoing memorands, Yeports, etc., in order to assure the documenta
bave been coordinated with other interssted staffs and divisions of the Office of the
Comptroller and for correctness of format, punctuation, ete. o e mee e

~ Ie responsible for the supervis on and training of the clerk-typist, GS-,
sssigned to the office; reviews work completed for accuraey, presentability, eomposi-

" tion, and punctuatien.

Peceives, controls, BOreens,-ind dispstches mail and/or materidls for the
8taff, us well gs mintaiaw’f?ﬁw-up on reports, memorands, etc., requiring action.

Composes memorands and other types of routine correspendence for the signature
of the Chief,

Iz responsible for maintalning a diary of the astivities of the Program
Anglyeis Staff in order that the weskly activity report can be prepared, suwmrised,
and subwitbed in sn efficient mammer.

, Is responsible for establishing amt maintaining appropriate files for the
Program leﬁts Staff,
b gt Xo)

o

rislons Inoumbent will be required to supervise ona clerk-typist, Ge-l,
4 primarily in typing statistical tables and fingncial Feports and vhose
work must be performed bromptly, accurately, and 4n a workmaniike zanner,

Beope and Effect of Work: The duiles performed by incumbent » &lthough suvbjeet
To review by, E@, CE_ e?, Program Analysis Staff, must be performed efficiently
and promptly and with & high degree of acouracy, '

rvision and Guidance Received: Ingumbent operstes on amsignments under ths
supervision of the &L, Progrem Anglysis Staf?, Supervid on will be on pro=
eedural or gensral preblems to the extent necessary. Other sourees of guidance
avallabls to inpumsent inelude administrative regulations of the Ageney.

BniE: Incurbent must have imitiative and be intimately familiar with
: and other manwals prescribed for uss within the Agency anmd other

publ'bs squired for the preparafion of reporis ani financisl shhmh.

ntaste: Contacts will be maimtained with Staff and Division
® extent necessary to ald 4n the efficient compleiion of assignments.
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V. Special Factors

- CONFIDENTIAL

VI. Job Bequirements

Incumbent mt possess experience and training in the secretarial field aof
financial veporting.

VII. Job Progression

Promotion and/or reassignment may be made from other positions within the Office
of the Comptroller provided the candidate meels the requirements listed above.

¥Ii1. Physical Demands

Of minor import.
Ix. Mst«% ulshing Features

Bow®x This position is dis tinguished from lower-graded secretarial positions
in that it assumes full responsibility for the efficicint handling of office
details and provides immediate secretarial service to the Chief of a component
having a broad program responsibility. A similar posi.tion at a higher grade
level provides secretarial service to the Chief of a ccmponent having respon-
§ibility for several broad programs ,

Approved For Release 2000/06/13 : C|A-RDPf7*8-056}@{b,pp'1qufqopmu



